PMODTS-W131.01

How to Change Your Magic Self Support Password

How to Change Your Magic Self Support Password

DTS and DoD policy requires that you change your Self Support password immediately upon
your first login to Magic Self Support, and that you change it regularly (at least every 90 days)
thereafter. This reduces the risk your password (and, therefore, your Magic account) can be

accessed by an unauthorized individual.

To change your Magic Self Support password, follow the steps listed below.

1.

Go to the DTS website: www.defensetravel.osd.mil/

2. Select “Help Desk”.
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3. Select “Self Support”.
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4. Select the “Log In” button from the “Ready to Sign-In box.
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6. Enter your Magic Self Support “Client ID” and “Password”. Select “Sign In”.

DTS Help Desk

Sign Into DTS Tier 3 Help Desk JRegister with Help Desk Self Suppori] @

* Registration for New Tier 3 Authorized Callers

* Vouwill receive account confirmation within 2 business days of registration.

Register now!

Forgot your Password?
Trouhle Registering?

/

Screen Shots that appear within this document are a snap shot in time, as changes are made to the system the screen shots may
become outdated. A printed version of this document is an uncontrolled copy. Please continue to check the DTS Travel Center website
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7. Select “Update Your Profile”.
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DTS Tier 3 Help Desk

Tel: 1-800-832-9007, 703-968-1668
Fax: 703-968-2107

eMail: dtshelpdeski@ngc.com

Hours: Monday - Friday, 8am - 5pm ET

Defense Travel System

8. Enter your new password in the “Password” field and press the “Submit” button. By policy,
passwords must satisfy the following requirements:
e Be a minimum of 8§ characters in length
e Contain at least one character from each of the following four character sets: upper
case letters, lower case letters, digits (0-9), and special characters (e.g., @, #, $, %, ",
etc.) For example: P@sswOrd
e Not contain any common dictionary words or proper names.
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9. Upon submit, the following screen appears. Enter your new password in the “Confirm New
Password” field, then press “OK”.

; Confirm Mew Password - Microsoft Inter
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Screen Shots that appear within this document are a snap shot in time, as changes are made to the system the screen shots may
become outdated. A printed version of this document is an uncontrolled copy. Please continue to check the DTS Travel Center website

for updates. 3 As of 15 Sep 04
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NOTE: If you receive the message shown below, then your password has not been changed, and

you will need to repeat step 9. Select “OK” to return to step 9.

Microsoft Internet Explorer x|

& The passwords you have entered do not match, Please reenter your password,

10. After changing your password, you press “Submit” and then press “LogOft”.
%‘ LogOif K
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11. Confirm the message and select "OK”.
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Cancel |

12. You must wait 5 minutes before trying to log back into Magic Self Support.

13. Go to https://dtsprowebtth.defensetravel.osd.mil/hd/dtshelpdesk/.

14. Enter your “Client ID” and new “Password”. Select “Sign In” to log back into Magic Self
Support.

Sign Into DTS Tier 3 Help Desk JRegister with Help Desk Self Support @

< Tent ID: * Registration for Hew Tier 3 Authorized Callers.

sword: I * Vouwill teceive account confirmation within 2 business days of registration

Register now!
Forgot vour Password?
Trouble Registering ?

~
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